Working for Washington State -
SEARCH FOR JOBS CAIers.wa.gov

You can search for jobs whether you have registered or not.

To begin a job search once registered, click on Search for Jobs under My Job
Search and Applications. There are several ways to search for jobs. The
following pages will review these methods.

NOTE: The maximum search result is 1500. Select additional search
criteria to narrow down your search results.

Job Seeker Start Page

Creating a prefile on the Wazhington State Careers website provides a central location for maintaining perzenal infermation, allows state employers to match your =kills to pesitions, and offers toolz
for quick, manageable job searching and applications.

My Name and Contact Information Change Personal Settings

Enter your name, emal address and contact infarmation here. Tailor your pages to suit vour personal requirements. Thiz includes defining your
iy Perzonal Details preferred digplay format for the data overviews and defining your printer location.
My Contact Information Change Personal Settings

Change User Name

My Resume

) ) View Help and Use Services
The profile containg your resume and your desired employment. ¥ou may leck and

releaze your prqﬂle. build _ﬂl'lﬂ 23VE your resume and/or copy and paste your Access the statewide careers website for additional job seeker information or
resume to submit for =pecific positions. view a demonstration of how to appy for an oppertunity.

Optien 1: Build Rezume Profile View Demenstration

Option 2: Copy and Paste Resume Link to WA Careers Website

View My Resume
Releaze Profile for Consideration

Identify Interest Group

My Job Search and Applications

If you are interested in applying for a specific position, apply directly. Otherwise,
search and apply for opportunities that interest you. You can add job opportunities
RN guorite2 lizt and alzo view the status of existing applications.

Apply Directhy
Search for Jobs

Manage Applications

Full Text Search

This search is useful when searching for a specific job title or a career category.

1. Type job name or category followed by an * (asterisk) in the field under
Full Text Search. For instance, to search for administrative jobs, type in
the word administrative and insert an * (asterisk) after the word and click
on Start Search. The asterisk will bring back all job postings that are
associated with the word “administrative” up to the maximum search result
of 1500.

2. Further define your full text search by selecting a search method. Select

the down arrow to see a drop down box and you will see three alternative
ways to search.
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= Here is an example of a broad search using the text administrative*.

Job Search

Job Seeker Start Page > Job Search

Are you looking for a new challenge?

There are numerous job opportunities in our database. Take a ook

Start Search | | Save Search

Search Queries

Search Query — Mo Search Queries Saved — |V

Full Text Search

Motes on Search|

administrative®

Search for
Search Methed

3. If you want to see all job opportunities, click on the Start Search button
without filling in any search criteria. You will get a list of all job postings
currently open in the state of Washington up to the maximum search result

of 1500.

4. Click on the blue text in the Job Posting column to see a specific

posting.

5. If you wish to apply for a job, click on the blue box and then click the
Apply/Display Application button. If you wish to add a job posting to

your favorites click on Add to Favorites.

I Search Criteria

0

Search Result: 4 Hits
Click on the blue text to

view the Job Posting.

.

Carger Category = Job Posting

Administrative & Support

Services

Cffice Assistant 3 (Genersl Pool)

Human Resources

&dministrative & Support
ez

]
=]
]
[ | Click on the blue box, Office Assistant 2 #0A2-72

then hit Apply/Display
Application to apply.
| Add to Faverites / Delete from Fa'.fcr'rtes| Apply ! Display Application |

Return to Search
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Save a Search

You have the ability to save a search, and use the same criteria for a future
search. This will save the criteria you used to search; it will not save the search
results.

1. To save a search click on Back to Search.

2. Click on Save Search.

3. Give your search a name (e.g. administrative).

4. Click Save Search.

5. The next time you want to perform the search you may select it from the
drop down box and click Start Search.

[ start search | [Rezet] [ Save Szarch

Search Queries

searcn Query vl &

Full Text Search

[administrative”

Search for

Search Method One word (OR ) V

Searching Using Specific Criteria

You can narrow your search by refining your search criteria. You can filter your
search by selecting any or all of the categories shown: city, county, agency,
career category, responsibility level, work type, salary range, and working time.
The more selections you make, typically, the less results you will receive.

1. To select more than one entry just click your mouse on your first choice,
and, while holding down the control key, click on your other selections
within that category.

2. A job posting for a specific city or county location will not appear if
statewide is selected for the search criteria. Only postings indicated as
statewide will appear. If you are interested in positions anywhere in
Washington State, you may leave the search criteria on select to bring
back the highest results up to the maximum search results of 1500.
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Search Criteria for Employment Opportunities

| County

Adams -
Agotin
Benton 2l

| city — Select — A
Aberdeen 1)
Airway Heights

Anacortes ]

| industry

Administrative Office of the Courts =

Archaeology & Hiztoric Prezervation
Arts Commizsion ]|

‘

| Career Category EEIEI:—

ccounting
Acquizition
Adjudications ]|

| Work Type — Select —
Fellowiship |
Internzhip

Nen-Permanent |

[ ‘

| Responsibilty Level

Entry Level =
Executive (SVP, VP, Dept. Head, stc.)
Intern/Extern/iork Study L]

| Winimum Acceptable Salary Range — Select — [V

| working Time

Ful-tims (32-40 hrzs per week)
Part Tims (1-10 hrz per week)
Part Time (11-20 hra per week)

£3

| [ start Searcn | [save searcn |

Job Postings

If while searching for jobs you find that you need more detailed information on a
job, you can click on the blue Job Posting title. An overview of the posting will
appear.

Administrative & Support

Wi Office Assistant 2 {Genersl Pool) S 112008 -
= ::rn:'i‘réi:tsrative & Suppert Ciffics Assistsnt 2 S0AZTZ 05/11/2008 Yes
[ | Grounds BP - Posting NCE0028085 0&/07I2008 Ho
[0  Human Resources Humsn Resource C 1 - Test (NCEOOZ8120) 08/0&/2008 Ho
I | social Services - Other Eosting WCED0ZE132 08/20/2008 Usa Mo
. Post NCE0DZ8504 Qlink 01 07/01/2008 Ne
W | claims LH oyele 2 score 3 i NCEQDIBESD 07/03/2008 Ne
B | cClaims LH Cycle 2 Allways Open NCE0028584 07/03/2008 Ne
W Property 14 t LH Cycle 2 Score 1 ionnaire NC50028586 07/03/2008 Mo
[l | Property Management LH Cycle 2 Represented Position NCE0028589 07/03/2008 Ne
| Add to Favorites / Delete from Favorites | | Apply / Display Application |

If assistance is needed with this process, please contact the Department of
Personnel at 360 664-1960 or 1-877-664-1960, or send an e-mail to
Information@dop.wa.qgov
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The state of Washington is an equal opportunity employer. Persons with a
disability who need assistance in the application or testing process, or those
needing this announcement in an alternative format, may call (360) 664-1960 or
Telecommunications Device for the Deaf (360) 664-6211.

To view other Job Seeker help documentation close this document and return to
http://www.careers.wa.gov/help/.
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